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CLERK STENOGRAPHER IT

NATURE OF WORK IN THIS CLASS:

This is moderately complex stenographic and clerical work.

Stenographic and typing work performed involves moderately complex correspondence
reports, and other materials. Dictated material or Proceedings are generally trans-
cribed verbatim,.

ILLUSTRATIVE EXAMPLES OF WORK: (These examples do not list all the duties which may
be assigned; any one position may not include all the duties listed.)

lengthy or involved material; types a variety of narrative material including

cations,

Assists in the compilation of material, reports and Summaries.
Inventories offjce Supplies, materials ang equipment.

Performs related duties ag required.

MINIMUM KNOWLEDGE,, ABILITIES AND SKILLS:
e DAL

Knowledge of common English, spelling, bunctuation, ang grammar.

Knowledge of basic office practices and procedures.



0.216

S Y Page 2
/| CLERK STENOGRAPHER II

\i

MINIMUM EXPERIENCE AND TRAINING:

(a) One year of experience in stenographic and office clerical work and
cedipletion of courses in intermediate shorthand and typing; or

" (B) Any equivalent combination of experience and training which provides
the minimum knowledge, abilities and skills.

ESTABLISHED: JULY 1980 %

DAVID R. FLORES, Executive Director
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